Rules and Regulations for Residents 


Mandatory details to be submitted 


> 


At the time of admission each resident student is required to duly complete and 
submit the following forms online 

e Personal Data Form 

e Health Form 

e Checklist - Submission of mark sheets and certificates 
Hard copy of these forms should be printed out and submitted at the Registrar’s 
Office on the day of arrival on the campus. 
A recent passport size photograph is to be affixed in the personal data form and the 
Health Form 
Repeating the same mobile number and email id for the student, parents and local 
guardian in the contact details section is not acceptable. 
A Local Guardian's address and phone number are mandatory as the first point of 
contact in emergencies and must be provided. 
E-mail of the parent (where applicable) should also be provided. Any change of 
address / telephone number of the parent / local guardian, at any point of time, has 
to be intimated to the Registrar’s office in writing, at once. 


Room Allotment 


> 


> 


> 


Room allotment is done by a randomization process. Each wing of a room can 
accommodate a maximum of 2 students. 

Rooms once allotted to the students for an academic year will not be changed except 
under special circumstances. 

Students shall not interchange their room with another student nor shift into vacant 
room/bed without prior written permission from the Registrar. The Registrar has the 
right to shift any student from his/her room to another room in the residential 
accommodation. 


Personal Belongings 


> 


Students are personally responsible for safety of all their valuables and these should be 
kept in the cupboard under lock and key. The keys of the room and cupboard should be 
kept safely. 

Students should not leave mobile phones, ornaments and other valuables unguarded. 
Loss of keys must be reported to the warden immediately and a letter should be 
submitted to the Registrar about the loss of keys. Duplicate keys will be issued after 
payment of the prescribed charges. The college will not be responsible for loss of 
personal items. 


Residential accommodation and Campus Staff 


> 


> 


ID Cards 


> 


> 
> 


All residents are required and expected to behave courteously and fairly with every one, 
both inside and outside the campus. 

Residents must treat the staff including security, canteen and housekeeping staff of the 
college and residential accommodation with due courtesy at all times. Failure to do so 
will entail disciplinary proceedings against the student. 

Service of the canteen and housekeeping staff shall NOT be utilized for private or 
personal work. 


All students are expected to keep their ID cards with them when they leave the campus 
and produce them for inspection by the college security staff on demand. 

If the ID card is lost/ misplaced students should immediately inform the Registrar. 
Duplicate ID cards must be applied for immediately by paying the prescribed charges 
and providing the required details. 


Attendance and in coming timings of the residential accommodation 


> 


> 


Resident students should be back in the residential accommodation by 11.00 p.m. on all 
days. 

Attendance is taken by the warden at the end of the day before the student retires for 
the night. 

In cases where a student must be out later than the allowed incoming timings, for 
academic reasons, the resident student must have a letter from the faculty concerned in 
writing. 

Strict disciplinary action will be taken against the students who fail to adhere to the 
prescribed in coming time for residents. 


Gate Pass 


> 


Students should get prior permission from the Registrar for staying outside from the 
residential accommodation overnight. The process to be followed is that an email 
seeking permission and gate pass for the student to stay outside overnight should be 
sent by a parent/guardian prior to the date of stay outside the residential 
accommodation by email to hostel.acj@gmail.com. The parents should be aware and 
ensure that their ward is staying in a safe place overnight. 

Gate passes will be issued to the student in person by the warden on or before 8:00 pm. 
Request for gate pass to re-enter the campus beyond 11 pm deadline will not be 
entertained. 


Smoking, Alcohol and Narcotics 


> 


> 


SMOKING AND CONSUMPTION OF ALCOHOL ARE STRICTLY FORBIDDEN ANYWHERE 
ON THE CAMPUS AND WITHIN A HUNDRED METER RADIUS OF THE CAMPUS 
BOUNDARY. 

DRUG ABUSE WILL ENTAIL INSTANT DISMISSAL FROM THE COLLEGE AND LEGAL/PENAL 
ACTION. 


Energy and Resources Conservation 


> 


> 


Water should be used sparingly keeping in mind that Chennai faces water scarcity 
seasonally. 


Ensure that fans and lights are turned off when leaving the room. 


> Please do not waste food. Please take only what you can finish. 


Cleanliness and Hygiene 


> 


Residents shall keep their rooms, verandah and surrounding areas tidy, neat and clean at 
all times and shall not throw anything including trash, in such places or any premises in 
the residential accommodation, except in the dustbin or the place specifically provided 
for the said purpose. Use the appropriate bin for recyclable and non-recyclable waste. 
Please do not deface the walls by leaning with your footwear against them, writing or 
scribbling. 

Please do not flush sanitary napkins and other extraneous material in the toilet. Use the 
bin provided in the restroom for this purpose. 

Please do not leave clothes for laundry on the floor of your room. Use your own laundry 
bag. 

Please ensure that you use the toilet bowl for puking/being sick/throwing up. Room 
corners and walls are not meant for that. 

Please do not throw trash and garbage over the college compound walls. 
Residents are liable to be fined for violating these rules. 


Damaging and Defacing Residential accommodation property 


> 


The residents should not paste any posters / pictures / clothes hanging hooks, etc., on 
the walls, doors, windows and shelves. A fine to cover the damage will be levied by the 
warden for any damages caused. 

Occupants should not deface the walls or the cupboards provided in the rooms and that 
means no nails or screws on the walls or doors. Damage to property, furniture, doors, 
walls etc will entail fines towards cost of repair/replacement. 

No electrical appliances except those installed by the college are to be used in the rooms 
or common areas (and that includes fairy lights, hair dryers, iron box, hair straightener, 
electric toothbrushes/shavers, all of which will be confiscated). Fines will be levied with 
immediate effect for breaking any of these rules. 


Canteen 


> Plates and utensils from the canteen should not be taken outside the 
canteen/canopy/annexe dining area. 

> Used plates, glasses, spoons, serving bowls and cups should be placed only in the wash 
area of the canteen. 


Wi-Fi in the Residential accommodation 


> WIFI is available in the residential accommodation but students using personal laptops 
must ensure that they do not download or use pirated software. ACJ will not be 
responsible for any legal issues related to such use on personal laptops. 


Respecting Space and Privacy 


> Boys will not be allowed to visit or stay in girls’ rooms or vice versa, ANYTIME DURING 
THE DAY OR NIGHT. 

> As the rooms are on a sharing basis, be considerate of your room mates’ space and 
privacy. 

> Students are always expected to respect and adhere to hygiene in spaces that are 
shared and personal hygiene at all times. 


Bad Behaviour 


> Provoking, hitting or causing harm to any student will not be tolerated. Such action is liable 
for immediate expulsion. 
> Students should not indulge in body shaming of any kind either in person or online. 


Visitors 


> Students should not invite visitors to their rooms. Parents who wish to visit the room of 
their ward may please get the prior permission of the Registrar by sending an email to 
hostel.acj@gmail.com . 

> Residents from the annexe and/or day scholars of ACJ are not allowed inside the 
residential accommodation on campus at any time, either in the rooms or in the 
common area. 

> Visitors will not be allowed on campus after 8 p.m. 


Pets 


> Students should desist from pampering stray dogs and cats by offering food, petting 
them etc. 


Laundry 


> There are washing machines available for washing clothes. A schedule for washing will 
be sent as an email every Monday to the students. 


> Residents are not allowed to wash any other clothes in the bathrooms except lingerie, 
underwear and handkerchiefs. Clothes must only be dried on the clotheslines provided 
for this purpose behind the residential block. Do not leave fans on in the residential 
accommodation rooms to dry these clothes. 

> Used bed spread and pillow cover should be washed once in a fortnight. 

> Wet clothes should NOT be dried on the furniture or in corridors / mattress. The warden 
may confiscate any such clothes hung for drying in the rooms. 


Air Conditioning 


> Air conditioning will be regulated according to seasonal requirements and not be turned on 
round the clock since the residence has good ventilation. Air conditioning will generally be 
available between 10 p.m. and 6 a.m. 


Doctor visit: 
> Dr. Ananthapadmanabhan will be available in the ground floor conference room in the 
college every Friday between 5:30 p.m. and 6:30 p.m. for medical consultation. Any change 
in visiting schedule will be intimated through an email circular. 


Emergencies 
In case of medical or other emergencies 


> Do Not Panic and inform the Warden/ Caretaker immediately. 
> Depending on the type of emergency contact/inform the inspector of police / the medical 
consultant. 


Safety Emergencies 
> Incase of safety emergencies, contact: 


Inspector of Police 
Kotturpuram Police Station 


Phone: 044 — 23452595 


Medical Emergencies 
> Incase of health emergencies, contact the college medical consultant: 


Dr. Ananthapadmanabhan 
Mobile No: 9444049161 


> If an ambulance is required, you must get it requested through the Warden. Do not make 
your own parallel arrangements or double bookings! 
e For medical emergencies requiring first aid you may go to the Voluntary Health Services 
(VHS) around the corner from the ACI. 


e For other medical emergencies, through our medical consultant’s reference, you may go 
to Fortis Malar Hospital, Adyar. 

e Avoid panicking at all costs and confusing the warden. If the warden needs advise or to 
take a decision, they will contact the Registrar. 

e Please keep a copy of your health insurance always handy. 


Newspapers 


> Occupants can subscribe to newspapers of their choice, which will be delivered at the 
accommodation reception. The warden and librarian will facilitate the subscription. 
Residents are expected to pay their subscription dues directly to the news agent on time. 


Games and sports 


> Please note that on weekdays table tennis may be played only after class hours, i.e. after 
5:00 p.m. 

> The campus has a shuttle court outdoor and a table tennis court indoor. Cricket, 
football, throw-ball and other such games are not permitted inside the College campus. 


ANY BREACH OF THE RULES SPECIFIED CAN LEAD TO DISCIPLINARY ACTION INCLUDING 
EXPULSION, AT SHORT NOTICE, FROM THE RESIDENTIAL ACCOMMODATION. 


ACJ reserves its right to change these rules from time-to-time keeping the students informed 
through general circulars displayed on the residential accommodation notice boards. 


Please take two copies of the Rules and Regulations. 


Please keep one for your handy reference and submit the one with the signatures in the registrar’s 
office at the time of admission. 


| have read the Rules and Regulations for Residents and understood them. | hereby agree to abide by 
these rules. 


Name of the Student: 


Signature: 
Date: 


| have read the Rules and Regulations for Residents and understood them. My ward hereby agrees 
to abide by these rules. 


Parent’s/Guardian’s Name: 


Signature: 
Date: 


Note: The above particulars are to be filled up and submitted in the Registrar’s office at the time 
of admission. The student should not leave any particulars blank. 


